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Module Five

The APPLICATION INTAKE form
Custom Lists, Custom Fields

Uploading Documents
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This is the application intake form. Custom Fields and Custom Lists sections are
unique to each record-type.



The APPLICATION INTAKE form

Shown below are examples of a Custom Fields and Custom

Lists sections of an APPLICATION INTAKE FORM.

Custom Fislds
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ez

check spelling
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Adding Fields to Custom Lists

BNl 1. Begin at Custom Lists section of the APPLICATION
INTAKE form.

Custom Lists
B 4+ Add (7 Delete
|:| Mumber of Notices Mailed(Number) Registered neighborhood associated within 200 feet

2. Click the box to the left of the field you want to expand.

Custom Lists 9

msﬁ'.ggﬂmﬁ + Add 1 Delete

W  Number of Nobices Mailed{Number)

L1




Adding Fields to Custom Lists

N 3. Click Add. =+ A«

4. Text box is added. Type information.

Custom Lists

e 4+ Add 7 Delete
Efl Number of Notices Mailed(Number) Registered neigk

] 88 ®) vesO No




Deleting added fields in the Custom Lists section

Buikd @SA



Deleting An Added Field

1. Begin at the Custom Lists section of the APPLICATION INTAKE
form. Click the box to the left of the field you want to delete.

Custom Lists

I 4+ Add 7 Delete

Number of Notices Mailed(Number) Registered neighborhood ass

# 88 Yes'® No

2. Click Delete. 1@ belete




Uploading documentation

** Documentation may be deleted only before the
APPLICATION INTAKE FORM is submitted. After the
form is submitted, documentation becomes part of
the historical referencing of the record and is never

to be deleted.

Buikd @SA



Uploading documents

The Documents section of the APPLICATION INTAKE FORM is used for uploading documents. All
documents must be scanned and uploaded. Note that this section is required for some applications.

One or multiple documents may be uploaded at the same time.

D
oeuments This is an example of an application requiring

documentation. Note the red asterisk (7).
Add Look Up Delete

This application type requires you to submit the following document types in the document group: BOA, Subject to the collected information, you may be required o submit additional documents prior to
approval Original Application, Site Plan, Tax Appraisal Details, Proof of Ownership, Property Deed

SOUrce  FILENET v
BuildSA displays the required
documentation.

0 record(s) found.

Documents (This section is not reguired. ) 5 This is an example of an applicatinn
NOT requiring documentation.
Add Look Up Delete

Source f LE‘-JETﬂ

[

0 record(s) found.




Uploading documents
To add (upload) a document to the APPLICATION INTAKE FORM

1. In the Documents section of the APPLICATION INTAKE form, click the
Add button.

Documents = [This seclion is reguired.)

Add Look Up Delete

This application type requires you to submit the following document types in the docum

Source |F LE‘-JETﬂ

[




Uploading documents

2. The Windows Explorer window displays. Locate and click to select
the file(s) to upload.
3. Click Open.

G (s vescon »

Organize ~ New folder
) -
4 . Favorites Libraries
B Desktop System Folder
4 Downloads
#& OneDrive
<» Recent Places
ﬁ Access 2013
4| | Libraries
» . Documents # 246 KB
» ., Music Adobe Acrobat 2017
» =L Pictures g

ﬁ Videos

> & OSDisk (C:)

Excel 2013
» <& prl6000 (\f2\use X E i

> = misc29 (\fscomm .

_

g
rcCatalog 10.3.1 =2 ArcMap 10.3.1
L . - -
cut
4 & Computer ﬂﬁ‘ 130 KB g
S _

File name: All Files (*%)

-



Uploading documents

4. File is uploaded. Select Group/Category type from the drop-down
menu options.

5. Type brief description of document in Description text box

(optional). Repeat steps for all documentation uploaded.

Documents
Add Look Up Delete
u to submit the following document ty in the roup: LAND_PUD. Subject to the i information, yo [ red to submit additional docu 5 prior to approval.Original Application, Plan in AutoCad, Storm Water Management Plan, Traffic Impact Analysis (TIA)

Worksheet

Source r LE‘-JETﬂ

[

Type brief description here.

ildSA LAND_PUD S
Ll _ t FILENET Land Entitlements Admin Support ﬂt.urrent Department

[ ] Poster FINAL jpg

|
o - z check spelling




Deleting Uploaded Documents

This appl type requires y m Wat (TIA)
Workshe
Sourc ENET V|
i LAND_PUD W
Egg?eSrAFINAL' = J —-Select— | FILENET Land Entitliements Admin Support ﬂC lllllll Department =
FNALpg oot Conptarce rom |9 Y

check spelling

1. Click the box to the left of the document.

2. Click Delete. * Documents may be deleted only before the
APPLICATION INTAKE FORM is submitted. After the form is
submitted, documents become part of the record’s historical

referencing and are never to be deleted.




Congratulations!

This concludes Module Five

Custom Lists, Custom Fields

Uploading Documents

It is time to test your recall...




TEST YOUR RECALL

The APPLICATION INTAKE FORM has a Custom Lists and a Custom Fields

section. _ _ True ___ False

Documents uploaded before the APPLICATION INTAKE FORM is submitted
may be deleted. _ True ___ False

All documentation uploaded must be scanned. _ True ___ False

The Documents section of the APPLICATION INTAKE FORM lists the
documentation required per the Record Type. _ True ___ False

Answers on the next slide...
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the next
module...
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